
a. a Establish Retention Schaduk; record will m t i n u  to aaumulan. 
b. 0 Dim- of present accumulation; no further Kaunukion mticiplad. I 
c. 0 Amend Awlication No.. ChrdrOm: 0 chaw; 0 S u p a r e  0 Void 

4. DomdS.rir 
Earl ies t  Limn 

5. RIcMdr Sum T i t  ffdowed by tide uad in o f f h  if d i t l n a  t) 

I 1980 I t o  date (Teacher Recruitment Job Fai rs  F i les  
6. D i i  md OHim Function What is dr function of dr Oividbn mrt t t ~  We in tch *is I is e w d  
The Personnel Development D iv is ion  i s  responsible for  providing %nanciay{nT?ecf?&cai 
assistance t o  loca l  school systems and post-secondary i n s t i t u t i o n s  i n  the area o f  s ta f f  
development, teacher education and recruitment. This d i v i s ion  promotes research, developmeni 
and dissemination o f  new and innovative materials and rocedures f o r  s t a f f  development 

ass i s t  Georgia publ ic  school systems i n  r e c r u i t i n g  q u a l i f i e d  teachers. This res o n s i b i l i t y  
met by three major services: 1. Vacancy Posting Service, 2. Avai lable Personnel F i l e s  and 
3. Job Fairs. Standard G-ID-QBE requires tha t  each system post vacancies wi th  Teacher 
Recru i tmnt  i n  w r i t i n g  a t  l eas t  once each year. Teachers ma obtain the vacancies osted whc 
they are registered w i th  Teacher Recruitment. Teachers may r; e placed i n  the Availa g l e  Persot 
nel F i l e  by f i l l i n g  out  a Personel Data Form and submitt ing i t  t o  Teacher Recruitment. The 

c i ng  f i e l d  and l i s t s  o f  avai lab le teachi 

programs, teacher education and recruitment. The Teac f: e r  Recruitment Un i t  was established tc 

rsonnel F i l e  i s  se t  up by subjec 
eon r w t i n g  p Y oyment nonths Teacher Recruitment 

7. R d  Sri Dwcription This fib anaim th. following documants (inch& fmn nvmbrn .nd h, if m): 
Amd, om& of th. fib. 

Documntsmhtitingto: Not i fy ing  1500 col leges and un ivers i t ies  nation-wide, plus loca l  school 
systems and ind iv idual  teachers o f  annual Job Fai rs  and coordinating reg i s t ra t i on  f o r  
teachers and recru i ters .  sponsoring the Job Fairs a t  various locations and sumnarizing data 

lodudad 10: from Evaluation Forms. 
Not i f i ca t ions  o f  Annual Job Fairs, Pre-reg is t ra t ion Forms and Late Registrat ion Forms for 
Teachers, Pre-Registration F o m  f o r  Recruiters, Evaluation Forms and Job Fa i r  Sumnary 
Reports and re la ted  correspondence. 

twenty.fiw months nd older I 
9. Annual R.(. of Accumulation of R.aDrds 

Letter&e drawers ; L q a l - s i a  drawers 1/4; shelves ; omw ( V u i f V )  
Current Total  Accumulation: 1/3 Lateral  F i l e  Drawer (a.ppray, \ .pt> 
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Pt: Administrat ive Need: 
Annual Reports - 5 Years 

a. S t a t e h  YUIL 1. Audit period Reminder of UJ. 
-Yews. I b. Statute of limitation YUTS. 0. Administrative rmd 

years. 

Registrat ion and Evaluation FOT are needed by Teacher Recruitment i n  order t o  prepare 
Sumnary Reports. Sumnary Reports are used t o  prepare an Annual Report and i n  comparing 
Job Fairs  from one year t o  the next. 

c FsderalIrn Years. f. Federal nuntion inmuxiom 

Attlch copy or excart of l n v l  or regulations. Explain adminimniw need. 

12 w m d  Oismshn In-onr This qwiw ncomrnendr that thr fik suim lm M H,,r th d of &: 

T Ib CahdarYeu; 0 FisalYu; 0 ochr then, 
See Inst ruct ions Below 

0 Hold in the w e n t  film YH mOn*lSJ v w ( s l ;  thrn 
0 Trmsfw m local holding area; hold Ye=(rJ; then 
0 Transfer to Scam Rmrds hm; hold 
0 Destroy. C 5  zi 0 Transfar to Scam Archives for ptmment remition. z 0 other fsp?c+) 

vw(s): than 

r 

* Pre-Registration Forms, Late Registrat ion Forms and Evaluation Forms and Not i f icat ions:  
Cut o f f  a t  the end o f  each Calendar Year; then Hold i n  the Current F i l e s  
Area f o r  One Month; then Destroy. 

0 

zz _- - - ** Annual Sumnary Report: Cut o f f  a t  the end o f  each Calendar Year; then .. 
r.> 

r> Pold i n  Current F i l es  Area f o r  5 years; then Destroy. 


